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What is Employer Reporting
Confirmation?
4
et

« myETF Employer Reporting Confirmation is the
|
* You have two methods to report payroll *
[
|

process through which all employers will test their
ability to report payroll information to ETF.
Information to ETF:
v File upload to create a work report Q P\
i

v"Manually generate a work report

« Today’s webinar will only focus on the first method )
— File Upload. V7

w



What are the Payroll and
Employment Files?

_ ',;-i - ' -y
Payroll File 74 4 && ﬂ

» Uploaded every payroll period Y = @ g;
P N}K' pl 40

« Reports wages, hours, and £ ﬂ\ ~ Q
employee deductions Y I i oA
Employment File — ‘ _ NS Ry W
« Uploaded as needed e IR |
» Updates employee demographic , : | |
information | | - |




Today’s Objectives

In today’s webinar, you will learn how to:

1) Create or update a Reporting Cycle
In myETF Employer Online Services

2) Upload and correct a test Payroll and |+ -
Employment File

3) Correct and submit a Work Report
generated by the Payroll File




Lesson #1 — Log In to
MYyETF Employer Online Services

Key Concepts:
myETF

Employer Online Services
Wisconsin Deparm ent of Em ployee Trust Funds

1) How to log in to myETF
2) How to access the myETF URL

3) How to request a User Name and
Password, if you do not have this info

LOB Service | Member Online Services



MYETF Employer Online Services Demo

Help Mary Anderson Change Logout

# Home Employer Information Billing Location Accounts
1 Want To... Account Balances ETF Links

/ Enroll an Employee Fund Group Mame Due Date Balance
03/04/2017 -52,000

Joining Health Insurance for WRS Employers
Joining Health Insurance for Non-WRS Employers
Joining Life

Joining 1CI

Joining WRS

ETF Email Updates

ETF Glossary

ETF Related Links

Local Bulletins

Social Security Bulletins

State Bulletins

/ Upload a Mew Payroll File Health

Prior Service LS 03/04/2017 -$1,390
/ Make Payment
WRS 03/04/2017 -598.834

/ View my Accounting Details

&

Announcements Scheduled Payments

Fund Group Mame Fayment Date Fayment Amount
Prior Service LS 1216/2016
WRS 10/05/2016
WRS 10/07/2016

Department of Employee Trust Funds ETF Website Privacy Accessibility




Lesson # 2 - Reporting Cycles

Key Concepts:

1) Understand the key terms called Reporting Cycle and Payroll Cycle

2) How to access the Reporting Cycle information in myETF

3) Match your Reporting Cycle to the data in your Payroll or Employment File

Reporting Cycle Information

Add
Tools Diescription Start Date Frequency Cycle Start Date
Actions C - Weekly 01/01/2017 Weekly 01/01/2017

Actions C - Monthly 01/01/2017 Monthly 01/01/2017




Reporting Cycle - Detalls

v'Access the Billing Location via Billing Location >> Details

Note: You may see one or more Billing Locations. Select the correct one.

Billing Location

Billing Location

Toals Mame

EOB Local 25 BL 1

Roster Accounts

Code
20001163




Reporting Cycle — Add or Update

v'Access the Reporting Cycle via Billing Location >> Details >> Reporting
Cycle

v'Click Add to create a Reporting Cycle or Actions to correct a Reporting Cycle.

Reporting Cycle Agreements

Reporting Cycle Information

Add \
Tools yﬂﬁ Start Date Frequency Cycle Start Date
Actions #* C - Weekly 01/01/2017 Weekly 01/01/2017

Actions C - Monthly 01/01/2017 Monthly 01/01/2017




Reporting Cycle — Save and Confirm

v Enter or Update the Reporting Cycle Information.

v'Click Save to continue. You will need to Confirm your changes.

Reporting Cycle

Reporting Cycle

Report Type: C - Semi-Monthly

Start Date: 01/01/2017 Stop Date:

Frequency: Semi-Monthly Cycle Start Date: 01/01/2017

Cancel

11



Lesson # 3 - Uploading Files

Key Concepts:

1. There are two available methods to upload files R
v'Direct upload through Employer Online Services (EOS) f
]
[

v'SFTP (Secure File Transfer Protocol)

2. Upload process is the same for all files

3. Leverage the myETF Upload File Wizard to assist during upload




Uploading Files
v'Access the Upload File Wizard via Accounts >> Upload File

v'Select the type of file (Employment or Payroll)

#A Home Employer Information Billing Loc ation Roster Accounts FAQ
-

Account

hd Upload File File History

Employment File

Billing Location Name: | 20001138 EOB Local 02 BL 1

Trans Type: All -

Payroll File
Status: Opsn R - Payment History
Report Status: All w
Show Funds | | Show Fund Groups
Tools Activity Date Trans No Trans Type Trans Identifier t Date Addl EE Addl ER Misc

13



Uploading Files Wizard — Step 1
v'Select a file from your computer by clicking Browse

v'Enter a Description for the import (e.g. Payroll File [ETF ID] 02/01/2017)

v Click Next

Upload Payroll File

Import Filename: =P Payroll 20000161 02012017.csv

Import Description: =% | payroll 20000161 2/1/2017
Mo Parame ters




Uploading Files Wizard — Step 2
v'View the Results message in the window.

v'Click Details to review any errors.

Upload Payroll File

o File Upload

f

Results
The file has been submitted for processing.




Uploading Files - Detalls

1. Import Status (banner): status of the
file

2. Import Detall Status (in grid):
validation status of each row

3. Import Detail Status (drop-down list):
filters the rows to the validation status
selected

Import Details

Edit Close

File Name

Import Status

Payroll File

Validated with Errors

File Load Date 03212017

17
E.oﬂ Processing Status Validated

Summary

Details

Import Detail Status:

All

W

elay Rows: From

Tools

MNew Row

Seq No

Actions
Actions
Actions
Actions
Actions

m Ak W N -

Sat All to Resubmit | Set Non

Import Message

e to Resubmit \alidate

Import Detail Status

Validated With Errors
Validated With Errors
Validated With Errors
Validated With Errors

Validated With Errars

Void Download

Gmit Record Type

2 2 Z2 Z2 Z2

Employer (ER) ETF ID

200001861
20000181
200001861
200001861
20000161

16



Uploading Files — More Info

Close

N O t e : E rro rS an d ”,# ~ Import Errors and Exceptions
j EOS Confirmation Local Employer (20000141)

= Import: Payroll File Comment:  Monthly 01/01/2017 pd 2/01/2017
Import Id: 2769
Import Status: Validated with Errors Created By: MARY on 03/01/2017
Import Details Processing Status: Ready Updated By: MARY on 03/01/2017
View Row Tool
. Edit Close Messages
viewed for each row —
Import Description Monthly 01/0#2017 pd ) Name Value
Import Status Validated pfth Errors
Seq No 1
Summary Details Import Message
Import Detail Status Import Detail Status Validated With Errors To!
= - Resubmit Flag
A ‘ t I O n S — d IS p I ayS MNew Row | SpfAll to Resubmit | | Set None to R Record Type N
@ SeqMNo  Import Message Import [§ Employer (ER) ETF ID 20000141 | ([n]
[C | Page 1 of 1 || &
. - Billing Loc ID 20000141 1
f t h 1 Malidat " Errors
l I I I I » g Report Gen Type 1
I O r a I O n O n e a.C Actions 2 Validate o5 SeqNo MNum-. Message
- - Period Start Date 20170101 -
Actions 3 Validatq Period End Date 20170131 1 2 Job Category is not found for the reported Billing Location
e r rO r Ll 4 Validatg Pay Date 20170201 1 3 Possible SSN error. Please confirm the member's SSN, last name and date of birth
Adtions 5 Validatg SSN 100101001 1 1 Report Gen Type is required
ITIN
Prefix Mr.
First Name Fitzwilliam
- - M4 Page 1 of 1 [ | &
v'Tools — view data o con ||| cxcopson
Tools Seq No [ [essesa

vertically for each

rOW [\l 4 Page 1 of1 » H ":-1 |




Uploading Files — Import Summary

v'The Import Summary tab
lists the errors and
exceptions for all rows in the
report.

v'The Seq No column is the
row number that contains the
error/exception.

v"The Number column is the
number for the error on a row

Import Details
Edit Close
File Name Payroll File
Import Description Payroll Weekly 20000161 1/1/2017
Import Status Validated with Errors

Tools

Summary ) Details
lindica nformation

File Load Date Q3212017

Processing Status Validated

[Exceptions wiimmm—

Seq No Mum... Message

Import Filename: TESTER23_03_21_2017_1490113704478_ETF_Payr.
Status: date r S
Statistics Information
Rows Loaded:
Rows Processed: 0
[errors il
Status: Mo exceptions. There are som ors
Tools Seq No Num... Message
2 1 Report Gen Type is required
2 2 Job Category is not found for the reported Billing Location.
3 1 Report Gen Type is reguired
4 1 Report Gen Type is required
5 1 Report Gen Type Is required
5 2 Work Status is required
4 4 " Page 1 oft | | M &




Lesson #4 - File History

Key Concepts:

1) View all uploaded files in

File History
File History
File Definition: Fayrall File ° Date Range: 01/02/2017 [d|To: 03/03/2017 3
. . Status: All @

2) Correct errors in the file B ,
Tools Import Header ID Process Flag Inserted Date File Definition Import Status File Load Start
. ‘/ Description

. . Actions 2766 Completed 01/3172017 Payrall File Monthly payrol... Processed wit...  01/31/2017 11:__.
3) Valldate a Corrected flle Actions 2765 Completed 0172772017 Payroll File Payroll file Mo...  Voided 01272017 11:...

4) Process a validated file

19



Correcting File Errors - Filter

Access the File History via Accounts >> File History >> Import Detalls
v'Filter the rows shown by clicking the Import Details Status drop-down list.

v'Select Validated with Errors or Validated with Exceptions to display only
rows that have errors or exceptions.

Import Details

Save Cancel

File Name Payraoll File File Load Date 032172017

Im ipti 161 112017
mport Status Validated with Errors Processing Status Ready

Import Detail Status; Validated With Errars @ Display Rows: From To: Show Deleted Rows:

New Row | Set All to Resubmit Set None to Resubmit | | Validate Woid Download

Tools Seq Mo ImportMessage  Import Detail Status Elesubmit Record Type Employer (ER) ETF ID Billing Lac ID Report Gen Type Period Start [
ag
@ 1 Walidated With Errors M 20000161 20001161 20170101
Actions 2 “alidated With Errors M 20000161 20001161 20170101
Actions 3 Validated With Errors N 20000161 20001161 20170101
Actions 4 Validated With Errors N 20000161 20001161 20170101
Actions 5 “alidated With Errors M 20000161 20001161 20170101 ZO




Correcting File Errors - View

Access the vertical display format via Tools
>> View Row

v'Correct the errors in a vertical format or

v'Use the scroll bars to locate and correct the
errors directly in the grid.

Mew Row | Validate

(m Seq No

Void

?E:-:pnrt

fg, Modify

& Revert Settings
#; Advanced Sort

-

Import Message
b

D ownle

21



Validating an Uploaded File

After correcting errors (and exceptions

Imp~rt Details

as needed), validate the file to see if all
. ile Name Payroll File File Load Date 12/15/2016
I rt Description P Il File 11/20
errors are flxed " ﬂggn S‘?astﬁgp . V:ﬁréoatedlzith Errors Processing Status Ready
Summary Details
From the Import Details >> Details ViewRows: [show Al Rows V| Display Rows: From
tab . Mew RD"I'.-' Void Download
Tools SeqMNo  Import Mess rt Detail Status Resubmit Record Type
Flag
. = 13 . 1) Actions 1 Validated With Exceptions  (# N
v'Click Edit to enter “edit mode — —
ctions 2 Validated With Errors v M
Actions 3 Walidated With Exceptions M
= = Actions 4 Validated With Errors 7 N
v'Click Validate . |
Actions 5 WValidated Successfully M
Actions 6 Validated With Errors " M
v'Correct any remaining errors and

Validate the file

22



Processing a Successfully
Validated File

NOte PI‘OCGSSII’]g a _I:Ile Creates a WOrk File Name o Fayroll Fileﬁmn File Load Date 12/15/2016
(Import Status Validated with Exceptions Processing Status Validated )
Report s i
ummary Details
\/ i ] i View Rows: Show All Rows v Display Rows: From
Process a file via the Import Details | — =
>> Detal | S tab Tools Seq Mo  Import Message Import Detail Status 'Ellesubmit Record Type
ag
_ _ Actions 1 /Validated Successfully \ N
v'Click Process if there are no errors | s ) Validated Successfuly N
- Actions 3 Validated With Exceptions M
On the flle Actions 4 Validated Successfully M
] ] Actions 5 Validated Successfully M
v'The Process button is not available | acios 6 \ Valicated Successfuly ) N

until all errors have been corrected



Lesson #5 - Reviewing and
Correcting a Work Report

K ey C O n C e p tS . # Home Secured Messaging Employer Information Billing Location Roster Accounts Documents Forms  Surch:

1) WO r k R e po rt Ove rV| ew Billing Location Name: | 0002299 Marathon County Sheriff @
Trans Type: All Work Reports @
2) Review the Work Report 8

3) C O rre Ct aI I e rro rS Tools Activity Date Trans # Trans Type Trans |dentifier Trans Status Report Status ~ Emors/Exc

Actions  09/08/2016 18127 WR: Monthly, 09/09/2016 - 10/08/2016

Actions ~ 09/17/2016 78173| Work Report

4) SmeIt the Work Report to ETF Actions  09/13/2016 78149 Work Repor

Actions  09/08/2016 78125\ Work Report

WR: Monthly, 03/25/2016 - 03/31/2016

Initial

WR: Manthly, 03/25/2016 - 03/31/2016 Initial

WR: Monthly, 08/09/2016 - 09/08/2016 Initial

24



Work Report Overview

v'Generated as a result of a successful
Payroll File upload

v'Contains individual employee payroll
data

v'Requires that all fields have been
validated without errors

v"Work report is submitted to ETF

Work Report Editor

i Employer: EOB Local 01 Report Type:

Billing Location: 20001137 EOB Local 01 BL 1 Report Status:

Trans #: 79008

Summary Detail
Exception Filter: Please Selact &

Add Member | | Add New Member | | Delete Selected

Tools [ Actions Record Type Report Gen Period Start
Type Date
Actions amy 01/08/2017
Actions amy 01/08/2017
Actions amy 01/08/2017
Actions amy 01/08/2017
Actions amy 01/08/2017
Actions amy 01/08/2017

Regular
Posted

Period End Date  Pay Date

011472017 01/20/2017
011472017 01/20/2017
011472017 01/20/2017
011472017 01/20/2017
011472017 01/20/2017
011472017 01/20/2017

Report Period:
Identifier:

Rate Date

01/20/2017
01/20/2017
01/20/2017
01/20/2017
01/20/2017
01/20/2017

01/082017 - 01142017
WR: Weekly, 01/08/2017 - 0114/

SSN Name

501-01-2001 Jetsoni01, Ge.

801-01-2005 Hound101, Hu.

801-01-2003 Ghost101, Spa...

801-01-2004 Flintson101, F.

501-01-2002 Rubble101,Be...

801-01-2006 Herculoid, Zan_

# of Participants:

# of Rows:

Reported First
Name

6

Repaortg
Name




Viewing a Work Report

v'Click the Accounts tab

# Home Secured Messaging Employer Information Billing Location Roster Accounts Documents Forms  Surche

v'Locate the work report using one | =
Or more Of the avallable f||terS Billing Location Name: | 0002299 Marathon County Sheriff @

Trans Type: All Work Reports @

* Trans Type: All Work Reports o 0
¢ StatUS Open Report Status: Inital @

() Re p O rt St at u S : I n Itl aI Tools Activity Date Trans # Trans Type Trans |dentifier Trans Status Report Status ~ Emors/Exc

Actions  09/08/2016 78127 /Work Report WR: Monthly, 09/09/2016 - 10/08/2016

Actions  09117/2016 78173| Work Report

v'Click Actions >> Work Report e o W
Editor to view the report

WR: Monthly, 03/25/2016 - 03/31/2016
WR: Manthly, 03/25/2016 - 03/31/2016

WR: Monthly, 08/09/2016 - 09/08/2016

26



Viewing a Work Report - Summary

Work Report Editor

Save Apply Cancel

' Employer: EOB Local 24 Report Type: Regular Report Period: 01152017 - 01212017 #of Participants: 5

Billing Location: 20001162 EOB Local 24 BL 1 Report Status: Initial Identifier: WR: Weekly, 01152017 - 012214 # of Rows:
Trans #: 79049

Date Received: [ Created By: TESTER24 on 03/29/2017 Pay Period Year: 2017 Date Released: [E]
(If)ue Date: '02;24;201? 'E') User Relzased: G‘ayrull Date: '01;2?;201? 'E'_) Reporting Agent: v
w

Report Source: Employer

Financial Summary

Fund Name Due Calculated Amount Paid Amount Owed

Employer Required £0.00 £0.00 £0.00
Employee Required - EE $0.00 £0.00 £0.00
Employee Required - ER £0.00 £0.00 £0.00
Addl EE 50.00 50.00 50.00
Addl ER 50.00 50.00 50.00

§0.00 §0.00 §0.00

Caondition Count
Total Earnings 5
Total Hours 5

“alue is Missing 4




Viewing a Work Report - Detalls

‘/ c >> = >> Work Report Editor
Click the A.ccount Actlons Work
Re p O rt Ed I to r >> Det al I S tab tO CO rreCt ! Employer: Marathon County Sheriff Report Type: Regular
th e erLrSI n th e WO rk re po rt Billing Location: 0002299 Marathon County Sheriff Report Status: Initial

Trans #: 78320

= = 11 ”
. n Red indicates “errors summary  Detai
— Exception Filter: Please Select n
Add Member = Add Mew Member = Delete Selected
. . € . ”
o :- ! II Ye”OW |ndlcates exceptlons Tools [ Actions Record Type Report Gen Type Period Start Date Period Stop Date
Actions /ﬂ_\q m{ N Manthly 10/09/2016 11/08/2016
Actions 1 B mO N Maonthly 10/0%2016 11/08/2016
. Blue indicates “success”
Actions 1 o mo N Maonthly 10/09/2016 11/08/2016
Actions 1 0 mo N Monthly 10/09/2016 11/08/2016
v'Click the Red or Yellow icon to view the pcions | @ | wO N Moty | 10092016 | 1182016
. . . Actions \ﬂ_/ mO N Maonthly 10/0%2016 11/08/2016
errors and exceptions in a pop-up window

v'Apply corrections on each individual
record 28



Correcting a Work Report

Note: In this example, the user is correcting work report errors
v Click Apply after making corrections to update the work report
v myETF updates the icons to Blue if all errors and exceptions were corrected

v Click Save to save all changes

Validations 28

Details

Work Report Editor

Save Apply Cancel

i Employer: EOB Local 24 Report Type: Regular Report Period: D1A5R017 - 212017 # of Par SESETIER Jetson124, George SEN: BO1-2
Billing Location: 20001162 EOB Local 24 BL 1 Report Status: Initial Identifier: WR: Weekly, 011 22017 -01/214..  # of Rov [EERTReEN LIS General Employment

Trans #: 79049

Warnings and Errors
Summary Detail Tools Display Name Exception Reason

Total Earnings Total Eamnings cannot be zero. Please cor
Bxception Filter: | Please Select h Total Hours Total Hours cannot be zero. Please correc
Add Member || Add New Member | | Delete Selected ﬂ—‘_____, Value is Missing Pay Date is required.
Tools [F]  Actions  Record Type Refion Gen Period Start Period End Date  Pay Date Rate Date S5N Na Reportedf

Type Date Name

Actions - ol 011572017 01/21/2017 01272017 - 801-24-2001 Jetson124, Ge...
Actions amy 01502017 01/21/2017 801-24-2004 Flintson124, F._.. Ll L4
Actions omy 01152017 01/21/2017 801-24-2005 Hound124, Hu...
Actions omy 01152017 017212017 801-24-2006 Herculoid, Zan...
Actions amy 01152017 017212017 801-24-2002 Rubble124, Be...




Submitting a Completed Work
Reportto ETF

From the Accounts tab:
v'Click Actions next to the work report

v'Select Submit to send the report to ETF

Tools Activity Date Trans #=  Trans Type Trans |dentifier Trans Status Report Status
Actions )  12/16/2016 78320 Work Report WR: Monthly, 10/09/2016 - 11/08/2016 Open Initial
~ Work Report Editor 78319 Work Report WR: Monthly, 09/09/2016 - 10/08/2016 Open Initial
SUbMIt. === 78281 Work Report WR: Monthly, 09/09/2016 - 10/08/2016 Open Initial
Delete 78280 Work Report WR: Monthly, 02/09/2017 - 03/08/2017 Open Initial




Payroll File Confirmation Activities

On the first Payroll File, employers must:

1

N

Create or update a reporting cycle
2) Upload a valid payroll file containing new hires only
3) Review and correct errors and exceptions

4) Validate the file

5) Process the file to generate a work report

HEN
6) Review and correct errors and exceptions > : : : Q
AA apgm

31

/) Submit the work report



Payroll File Confirmation
Activities (cont.)

On the second Payroll File, employers must:

1) Upload a valid Payroll File containing each of the
following:

v"a regular, ongoing payroll transaction

v" a termination

v" a job category change for each job category
v other employment status changes as desired

2) Review and correct errors and exceptions
3) Validate the file
4) Process the file to generate a work report

5) Review and correct errors and exceptions

6) Submit the work report

32



Confirmation Successful

* When your Work
Report displays a
Report Status of

Posted on the S

Accounts tab, you I

have successfully e s

completed Payroll File g

Confirmation. g Py Ry ey A iy 05012017 -0551201

33



Employment File Confirmation Activities

Note: We recommend that employers who intend to submit an Employment File
confirm their Employment File prior to the Payroll File

1) Create or update the employer reporting cycle

2) Upload an Employment File with all employees as new hires (if uploading file
prior to uploading the payroll file)

3) Review all exceptions and errors, correct as needed
4) Revalidate and Process the file

5) Upload a Payroll File for a payroll cycle



Additional Notes

* The test files you submit should be generated by information
In your payroll systems, if applicable.

 Employers are encouraged to send test files with all employee
records, or a representative sample of fictitious employee
data.

* You should confirm your test files by September 15, 2017.



Accessing myETF Employer Online

Services for Confirmation

v"URL will be distributed to individuals who attend
webinars post-training.

v'Individual who currently has WRS Account
Update access will automatically be given
access.

v If employer determines another individual should
complete confirmation requirements, the
Employer Agent must authorize by sending in
myETF Confirmation/Testing Online Access
Security Agreement.

Fax 608-267-4540
Wis. Stat. §40.07 (1) erl'?tw.gw

This form will give the user access to the temporary myETF confirmation/testing environment only.
To request access to current production systems, complete the Cniine Access Securily Agreement (ET-8928).

Mail or email completed, signed form to ETFSMBEmgloyerSecurityAcce: etf wi.gov

myETF Confirmation/Testing e s
s PO Box 7831
t Onl_lne Access Madison W1 537077231
v e Security Agreement HOTT533 500 (ol ree)

Request Type
[0 Add access [ Delete access
[0 Mame change Former name:,

Will employer or third-party vendor be sending confirmation files via sFTP for myETF confiationftesting?
[ ‘es (ETF will provide access to the sFTP server)
[ o (Employer or third-party vendor will provide data via myETF Online Services)

Employee/Vendor Information Read and i ion below.

| have read these provisions. | und d that security have been d to provide necessary inquiry and update
abilities for the Wisconsin Retirement System and other Depariment of Employee Trust Funds-administered benefit programs. |
agree to maintsin the confidentiality of all information that | obtain through online access to participant accounts. | understand that
information in these accounts is not a public record and disclosure to any persen or organization is absolutely prohibited.

| further understand that the online networks and Access Management (IAM) is intended for use by employers and vendars to
administer WRS and ether ETF-administered benefit programs and is net intended to provide information to members or to assist
members in making retirement or ather benefit decisions. ETF will issue each designated employee a logon ID and password to
gain aceess to the system. Please understand that it can take up to three weeks to receive authorization and instructions for
access.

| understand that Wisconsin Statutes, § 942.70 provide criminal penalties for offenses against computer data and programs.
Violation of this provision will result in termination of my online access to member accounts and/or termination of my employer's
online access to member aceounts

Employes name (first, middle, last)

Third-party vendor name (1 applicable)

Work address

1AM login ID [] Check here i you do not cumently have an [AM login | Work email address

Employes or vendor signature Work telephone ‘ Date (MMDDICTYY)
ETF Use Only: Security Administrator

Logon ID ETF securty adminisiator signature | Date (MMDDICCYY)
Employer Agent

I understand that Wisconsin Statutes, § 943 305, provide criminal penaltias for knowingly making false or fraudulent claims on this
form and hereby cerfify that, to the best of my knowledge and belief, the above information is true and correct. | certify that | am
responsible for reporting infarmation to the Wisconsin Retirement System, and that the above employee/vendor is authorized to
gain access to online accounts.
Employer name Employer ETF 1D Is your agency a STAR agency?

(0001393 for STAR superusers) | [] Yes [] No

Employes agent name Telephone

Employes agen! signature Date (MMBDICCYY)

ET-2028c (REV 2/28/2017) Page 1of1




MyETF Maintenance

Note: myETF will be unavailable on the following dates, between 5:00 p.m. and
8:00 a.m. CT. All dates are Wednesdays. We apologize in advance for any
Inconvenience.

May 3, 17, 31 August 9, 23

June 14, 28 September 6, 20

July 12, 26 October 4, 18




MYETF Employer Online Services
Upcoming Trainings

v'myETF Employer Reporting Confirmation Training Webinar for Manual Work
Report Creation
May through June 2017

» Target: Employers who will not submit a Payroll File and will submit payroll information to ETF
manually

v'myETF Income Continuation Insurance (ICl) Set-Up Webinar
Summer 2017

« Target: All employers who offer ICI.

v'myETF Employer Online Services Full Training
Late Summer 2017 to early Fall 2017

» Target: All employers



Help Resources

 |AM End User Guide

Employers

myETF for Employers

Welcome to your source for the most up-to-date information on myETF.

* myETF for Employers The main source for _ -
myETF news and resources |

« myETF Payroll File Training

« Updated myETF Employer
Payroll File Resource PDF
Available (September 6,
2016)

o Change Log

« MyETF Employer Online

Services Demo

« myETF Employer Reporting
Confirmation User Guide

A 5 « Employer Introduction to
S — ' " = = : L E— myETF
Milwaukee Art Museum - Milwaukee, Wisconsin o e

« myETF Video demonstrations

ETF is developing a new. web-based benefits administration system, referred to as myETF. The new
system will modernize and improve ETF's IT capabilities and support more efficient business
processes for ETF's customers. The new system is a fully integrated solution, allowing for advanced
automation, user empowerment and excellence in customer service.

« myETF Confirmation Instructions

 myETF Payroll File Resource |:[8 g M
A

Glossary Q&A

« myETF Employment File Resource

39


http://etf.wi.gov/employers/IAM-EndUserGuide-T4E.pdf
http://etf.wi.gov/employers/myetf-employers.htm

Help Resources

 myETFEmployers@etf.wi.qov

A special mailbox set aside for
answering employer questions
about myETF

« Employer Communication Center
Toll-Free: (877) 533-5020 opt 2



mailto:myETFEmployers@etf.wi.gov

Stay Connected

, tf wi tf.wi A £ 7F E-mail Updat B
etf_wi etf.wi.gov -mail Updates T




